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Instructions 
 
Use the following citations for your bibliography and footnotes.   
 
Feel free to copy and paste from this document, but you will need to substitute into these generic 
forms specific information about the date, author, recipient, and/or page of the item you are 
citing.   
 
Note also that you should never use the word “page” in a footnote – just substitute the number 
for the word “page.” 
 
I am not sure how your word processor default settings will affect the formatting of your 
footnotes, but they should be in 10-point font, not the 12-point that your text will be. 
 
There is no need to include your name, the date, or course/instructor information. 
 
Also, it would be helpful if you excluded footnotes from your document’s word count and 
included the word count at the end of your document, minus title and bibliography.  (Do this in 
Word by navigating to the Review ribbon, clicking Word Count, and unchecking the “include 
textboxes, footnotes, and endnotes”  
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